


1964 INDEX OF Cecriliiny 


By Month (page) 
(QQ, Quickie Quiz; BR, Book Review) 
ACCOUNTING 

QQ, Accounting, 3 (27); 5 (23) 
AUTOMATION 

Prescription For Progress by Alfred Bau- 
mann, Jr., 9 (23) 

Room At The Top For The Secretary 
and Automation by Dorothy H. Veon, 
2 (4) 

BANKING-—INVESTMENTS 

QQ, Banking, 9 (34) 

Banking From an Inside View by Edna 
R. Boothe, Joyce Turner Haley, and 
Anne L. Lamb, CPS, 6 (40) 

The Checks We Write by Anne L. 
Lamb, CPS, 5 (20) 


Federal Reserve Through The Zoomar 
Lens by Joyce Turner Haley, 3 (20) 

The Secretary And Her Bank by Edna 
R. Boothe, 4 (24) 


BOSS OF THE YEAR 

V. J. Skutt . . . 1964 International Boss Of 

The Year, 6 (12) 
BUSINESS LAW 

QQ, Business Law, 1 (10); 4 (28) 

BR, Essentials of Business Law, 1 (18) 

BR, Modern Business Law, 2 (29) 

BR, Personal Business Law, 5 (22) 
CERTIFIED PROFESSIONAL 
SECRETARY AND INSTITUTE FOR 
CERTIFYING SECRETARIES 

A “Salute To Canada” by Dr. Mina John- 
son, 9 (22) 

Applying and Qualifying For The Ex- 
amination by Margaret J. Miller, CPS 
and Helen F. Clement, CPS, 10 (30) 

Certified Professional Secretary Report 
of CPS Survey conducted by the In- 
stitute and compiled by Yvonne Love- 
ly, 11 (10) 

CPS Research Committee Study, Part III, 
1 (8) 


DECEMBER, 1964 


279 Certified Professional Secretaries in 
1964, 10 (22) 

Do You Know The Answers?, 5 (14) 

Emblem of Excellence, 10 (18) 

Overseas Press Club, Preview of “CPS— 
Emblem of Excellence,” by Fran Riley, 
12 (4) 

Extra Read All About It!, 10 (4) 

For Career Success, Try CPS editorial 
by Elizabeth Y. Sanderson, 10 (C-2) 
Frequently Asked Questions About Sec- 
tion V, Secretarial Skills by Dr. Mina 

Johnson, 2 (26) 

1964 Certified Professional 
Seminars 12 (8) 

“The Future Is Not In The Hands Of 
Fate, But In Ours” editorial by La- 
Verne Arrowood, CPS, 11 (C-2) 

Members Of The Institute For Certi- 
fying Secretaries, 10 (16) 

Secretaries Say .. . by Dr. Mina Johnson, 
4 (12) 

Secretarial Skills, Section V, 1964 CPS 
Examination, 10 (24) 

Some Suggested Dos and Don’ts by Dr. 
Mina Johnson, 3 (4) 

Test Centers by Dr. Mina Johnson, 6 (30) 

COMMUNICATIONS 

QQ, Communications, 2 (28) 

Are You Listening? by Lucy R. Good- 
win, 2 (20) 

Communication editorial by Lenore S. 
Forti, CPS, 2 (C-2) 

ECONOMICS 

BR, Corporations in Crisis, 12 (12) 

BR, Our Economic Life, 12 (12) 

BR, Understanding The Canadian Econ- 
omy, 11 (31) 

BR, Your Financial Guide For Living, 
11 (31) 

EDUCATION 

BR, Integrated Secretarial Studies, 1 (18) 

Education For What? by Dr. Albert 
Burke, 9 (21) 


Secretary 


Educational Horizons by Dr. Fred S. 
Cook, 9 (23) 

Kaleidoscope by Dr. Fred S. Cook, 9 
(8); 10 (6); 11 (8); 12 (1) 

Your Future Education by Dr. Fred S. 
Cook, 2 (22) 

EQUIPMENT AND SUPPLIES 
BEMA President Opens Exhibits, 9 (20) 
What Do You Know About Carbons and 

Ribbons for Typewriters?, 3 (12) 

FILING 
Filing Efficiency, 11 (20) 

QQ, Records Management and Filing by 
Laura H. Summers, CPS, 11 (30) 
FUTURE SECRETARIES ASSOCIA- 
TION AND STUDENT PROJECTS 

AND DEVELOPMENT 
FSA Organizational Manual, 9 (16) 
The Future Secretaries Association, 9 

(14) 
GRAMMAR AND VOCABULARY 
BR, One Man In His Time, 4 (26) 
Commentary On The Comma by Clare 
Shaw, 2 (14) 

Words at Work: by Sarah Montoya, 
CPS 
Business Spoken Here, 9 (12) 
Compound Fractures, 5 (10) 
Evocative, Provocative, 11 (26) 
More Not-Quite Alikes, 2 (24) 
Ornamental Words, 12 (6) 
Stress Without Strain, 1 (11) 
The Third International, 3 (14) 
What’s In A Name?, 6 (18) 
You Can Say That Again, 10 (20) 

HUMAN RELATIONS 
QQ, Human Relations, 12 (13) 

BR, Your Attitude is Showing, 12 (12) 

INSURANCE 
NSA’s $20-A-Day Group Insurance Plan, 

11 (4) 

MISCELLANEOUS 

Give An NSA Gift For Christmas, 10 
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(32) 
Income Tax Information, 3 (25) 
In Memory Of Ethel Ambler, 9 (33) 
Memo To Bosses, 4 (20) 
1964 NSA Division Meetings, 3 (28) 
“Public Relations” Is Bustin Out All 
Over by Fran Riley, 9 (24) 
NSA CHAPTER PROGRAMS 
Let’s Take A Field Trip by Florence E. 
Majerus, CPS, 11 (28) 
Put Your Best Foot Forward by Kay 
Faulkner, 11 (28) 
Work Night Can Be Fun by Onida Nor- 
man, CPS, 11 (29) 
You Can’t Remember? by Juanita Ram- 
sey, CPS, 11 (29) 
NSA HOME TRUST FUND 
AND RETIREMENT 
Adding Life To Our Years, 3 (18) 
Facts On Women’s Life Expectancy, 9 
(26) 
The NSA Home Trust Fund editorial 
by Helen L. Morgan, 3 (C-2) 
NSA INTERNATIONAL 
CONVENTION 
NSA Invites You To Historic Boston, 
10 (29) 
The 1964 NSA Convention City by Jayne 
M. Coleman, 6 (1) 
NATIONAL SECRETARIES ASSOCIA- 
TION (International), THE 
Asociacion De Secretarias Ejectivas De 
Panama Affiliates With NSA, 9 (33) 
Evolution Of An Exhibit by Fran Riley, 
6 (34) 
NSA Assists With Kennedy Mail by 
Ruth Holmes, 5 (44) 
NSA At NSOEA Convention and Exhib- 
its, 11 (16) 
NSA—The Life Of Your Time by Paula 
Rakovan, 5 (12) 
NSA in the Christmas Spirit, 12 (20) 
Our “New Year” editorial by Hazel A. 
Kellar, CPS, 9 (C-2) 
PERSONAL DEVELOPMENT 
BR, Keeping Fit In Your Executive Job, 
3 (26) 
Awareness by Lucy R. Goodwin, 1 (14) 
The Importance Of Being Excellent by 


Carl E. Reistle, Jr., 2 (6) 
Today, Not Tomorrow by Tom D. 
Eilers, 1 (1) 
PROGRAM OF THE YEAR “LET’S 
TALK BUSINESS BY TELEPHONE” 
“Let’s Talk Business—By Telephone”, 2 
(3) 
Meet The Communications Consultant 
by Larry L. Campbell, 1 (4) 
The Telephone Has Changed, 2 (8) 


READING 
BR, The Art Of Good Reading, 10 (35) 


SECRETARIAL DUTIES, PROCED- 
URES, AND SKILLS 

BR, Full-Keyboard Adding-Listing Ma- 
chine Course, 6 (39) 

BR, General Office Practice, 2 (29) 

BR, How To Use Business Machines, 
4 (1) 

BR, Legal Secretary’s Encyclopedic Dic- 
tionary, 4 (31) 

BR, Manual Concerning Legal Docu- 
ments For The Law Stenographer 
With Instructions and Sample Forms, 
3 (26) 

BR, The Municipal Year Book, 5 (22) 

BR, Personnel Management, 1 (18) 

BR, Publisher’s Weekly, 6 (39) 

Coffee-Break Insurance by Ronald W. 
Waggener, 1 (15) 

How’s Your Office Etiquette?, 2 (30) 

Is Your Boss Going On a Trip? by Eve- 
lyn A. Belensky, 6 (20) 

Keep The Boss Informed by Joanna 
Stewart, 1 (6) 

“Secretarial Techniques Manual”, 9 (9) 

Some Suggested Office Procedures by 
Opal White, 1 (3) 

While The Boss Is Away by Virginia 
Vershure, 6 (26) 

Work Simplification by Walter C. Mer- 
rell, 10 (12) 


SECRETARIAL PROFESSION 
BR, So You Want To Be An Executive 
Secretary, 10 (35) 
Are We At Fault? by Carol Schaffner, 
9 (4) 
In Rapport Or In A Rut by Peggy Alt- 
hoff, 9 (30) 


The Mature Worker On The Job by 
Viola Bond, CPS, 3 (6) 

Mergers, Displacement, Then What? by 
Viola Bond, CPS, 3 (10) 

The Secretarial Crisis by Hazel A. Kellar, 
CPS , 4 (6) 

Secretaryship: A Profession by Mary A. 
Banks, CPS, 10 (8) 

World Council of Secretaries, 4 (22); 12 
(18) 


SECRETARIES 

A Day with NSA’s International Pres- 
ident, 9 (10) 

A Day With NSA’s International Vice 
President, Great Lakes District, M. 
Merle Law, CPS, 11 (18) 

A Visit with NSA’s International Vice 
President, Southwest District, Mrs. La- 
Verne Arrowood, CPS, 12 (10) 

Canada, NSA, 5 (8) 

Dowager Queen of Secretaries—80 Years 
Young, 3 (16) 

Finland, NSA, 5 (5) 

Mexico, NSA, 5 (4) 

Puerto Rico, NSA, 5 (6) 

The Secretary and Advertising, 4 (14) 

The Secretary And The Telephone Com- 
pany by Earl Erickson, 2 (16) 

The Secretary And The Tournament 
Of Roses by Helen B. Kimball, 1 (12) 


SECRETARIES WEEK 

BEMA: NSA’s Partner in Progress by 
Betty Nichols, 4 (8) 

New York Rotarians Salute Secretaries 
Week, 6 (33) 

NSA At New York World’s Fair, 4 (4) 

Operation Billboard, 9 (25) 

Secretaries Week editorial by LaVerne 
Arrowood, 4 (C-2) 

Top Management Sends Greetings To 
NSA For Hall of Free Enterprise Ex- 
hibit, 6 (37) 

SECRETARY OF THE YEAR 

1964 International Secretary Of The 
Year, 9 (28) 

SEMINARS, WORKSHOPS, 
INGS 


Third Congress of American Women 
Leaders, 12 (16) 


MEET- 


“Sty 











